
1
Discretionary Funding 
Request Received by 

Front Office then routed 
to the Budget Deputy 
(DJ) with a copy to 

Chief of Staff (SDI) and 
Special Projects Deputy 

(JVC).

2

Determine
if request 
should be 

logged as an 
event or 
program.

Item logged
to reflect the 
date received 

and the 
purpose of the 

request

3
4

Request 
scanned and 
added on the 
shared (S:/) 

drive. Scanned 
copy sent to 

Budget Deputy.

SD2 Funding Questionnaire 
and confirming letter sent; Final 
written response to be provided 

within 6-weeks of receiving 
Questionnaire. Questionnaire 

sent date is logged.

5 6

Scanned 
request sent 
to Chief of 
Staff and 
Special 
Projects 
Deputy.

7
Assign staff member

via email with a copy to the 
Budget and Special Projects 
Deputies. Email notes that a 

Questionnaire has been sent to 
the organization. Staff review and 

recommendation must be 
completed within 3-weeks of 

receiving the completed 
Questionnaire.

8
Completed 

Questionnaire is 
logged as 

received, scanned 
and added to the 
shared (S:/) drive. 

Assigned staff 
member is 

logged.
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Budget 
Deputy

Front 
Office

Asst. to Budget Deputy

Chief of Staff

Executive 
office

Staff 
recommendation 
noted on the log.

13

12

Staff submits a brief
written recommendation to the

Review Committee, within 3-weeks
of receiving the Questionnaire. If 
recommendation has not been 

received by the Review 
Committee within 3-weeks, 
Budget Deputy follows-up

with Chief of Staff.

Questionnaire 
is emailed to 

Review 
Committee 

and assigned 
staff.

9
10

Follow-up with the 
assigned staff member via 
email (with copy to Chief of 

Staff) and identifies the 
Review Committee member 

that staff may coordinate 
with for evaluation and/or 

site visits.

11

Follow-up with
Chief of Staff 

regarding status of 
staff review within 

2-weeks of receipt of 
the Questionnaire.

14

Identify potential 
funding sources and 
meet with the Special 
Projects Deputy and 

Chief of Staff to prepare 
a final recommendation 

to the Supervisor.

15

The final 
recommendation 
to the Supervisor 
is noted with any 
comments on the 

log.

17

If the request is
not approved by the 

Supervisor, the agency is 
notified in writing; if approved, 
Executive Office is notified via 
memo providing justification 

and approved
amount.

19

Social Program Agreement 
sent within approximately 
5-7 business days. The 

funds will only be 
transferred once the 

organization has signed 
and returned this 

contractual agreement.

16
Review 

Committee 
meets with 

Supervisor to 
discuss the 

recommendation.

All updates to the log 
regarding pending requests, 

approvals/denials, 
dispositions, are completed 
by the Budget Deputy and 

Assistant. 

2120
Signed agreement 

reviewed/processed by 
County Auditor 

Controller and Chief 
Executive Officer; 

agency receives the 
funds within 3-4 weeks. 

18
Request is 

reviewed by the 
Executive Office 

and County 
Counsel. 
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